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Welcome and Introductions C fm>
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Course Prerequisites C ffm>

v'Change Discussions

v'RWD SAP 4.6C
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Course Objectives C afm>

At the end of this course, individuals should be able to use
SAP to:

® Define key Remit-To Vendor Master and Bank Master
terminology

— Describe key Remit-To Vendor Master and Bank
Master process flows

— Successfully create and maintain Remit-To Vendor
Master and Bank Master data in SAP

e 4

4



Benefits of Vendor -
Master and Bank Master < ifm

B SAP provides an automated means to:

e Store updated vendor and bank master data
information in a central location to be used for
processing invoices

e Share vendor and bank information among
departments, to be accessed by appropriate users

e Eliminate re-keying of vendor or bank information
once it is entered into the system

e
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Course Schedule C 5>

Agenda ltem Time (hr)
1. Introduction 00:05
2. Background 00:05
3. Topic 1: Create, Update and
Validate Vendor Master Files 02:30
4. Topic 2: Create, Update and
Validate Bank Master Files 01:15
5. End of Course Review/Feedback 00:05
Total Course Time 04:00 hrs
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Course Structure C ifim>

Process Flows

— Overview of key business processes and related SAP
concepts

Demonstrations
— Trainer-led examples of key SAP transactions
Exercises

— Real-life business tasks using Core Financial business
procedures

Training Course Feedback

— Assessment of course effectiveness using the on-
line training course feedback form
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Course Tool: On-Line -
Quick Reference C fm.
« Purpose of the On-Line Quick Reference (OLQR) tool:

— Provide procedures, job aids, and Help content via the
Intranet

— Assist during and after Instructor-Led Training (ILT) and
Web-Based Training (WBT)

age d
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Prepare Your Workspace C ifm>

PROGRAM

« Take a few minutes to prepare your training workspace:

— Review the reference materials: become familiar with
the content

— Logon to SAP R/3
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Background Knowledge
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Background Knowledge C ifm>

PROGRAM

- Key definitions:

— Account group: Determines the data that is relevant for the
master record

— Banking Master Data: The information on a bank required to
carry out a business transaction with the bank

— Bank Master: Collective term for all bank master records

— Deletion Flag: Indicator that flags a data record to be physically
deleted from the database
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Background Knowledge C ifm>

PROGRAM

- Key definitions:

— Partner functions: A name or number that identifies a group of
business partners, such as Sold-to Parties or Ship-To Parties

— Remit-To Vendor: The Remit-To Vendor is the vendor
receiving payment

— Vendor Block: Block of a vendor or a supply relationship for
quality reasons

— Vendor Master: Collective term for all Vendor Master Records

— Vendor Master Record: Data record containing all the
information necessary for contact with a certain vendor

12




Background Knowledge C ofm>

Differences between SAP and the previous system:

Old system: SAP system:
« Vendor records stored in  All vendor records stored in
Accounting and one vendor master system

Purchasing systems
« SAP master data eliminates

« End-users have to re-key re-keying of information,
vendor information to thereby saving time and
change or add updates to minimizes the likelihood of

a vendor record errors thereby increasing
consistency of data
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Topic 1

Create, Update and Validate
Vendor Master Files
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Topic 1: Overview ¢ il 1] I

» Create, Update and Validate Vendor Master Files

— Created for vendors from whom goods or services are purchased
and employees receiving voucher reimbursements

— Provides general data, accounting date, and purchasing data to
transactions

— Supports activities -- Issuing Requests for Proposals (RFPs),
processing proposals, and processing purchase orders

— Supports financial accounting activities -- Entering invoices and
paying invoices

* Process Flows: Manage Accounts Payable
— Sub-Process: Maintain AP Master Data
— Goal: Valid information in Vendor and Bank Master Files
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Topic 1: Objectives C fm>

« Upon completion of Create, Update and Validate Vendor
Master Files individuals should be able to accomplish the
following:

— Create Vendor Master

— Create Remit-To Vendor Master

— Verify Remit-To Vendor Master data

— Update Remit-To Vendor Master

— Approve Remit-To Vendor Master Changes
—Block/Unblock Vendor

—Flag Vendor for Deletion

e
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Topic 1: Process Flow il

Maintain AP Master Data - Vendor Master

.’ Cortents Elru:ie::-:: 9 Search ﬂHDme o
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n—-g;ggﬁ OLQR Mission Control
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s el

QLR Main Menu
Frequently Asked Questions
Report Generation

Logaging 2n and OFF
Glossary
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(& Purchasing Payable Receivable
@ Standard General Ledger
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Purchasing
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Any documents printed are to be conzidered an uncontrolled copy to be used

for training or reference purposes only.
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I_ I_ |4 Internet

Dryden Flight Research Center 04/01/03
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Topic 1: Process Definitions C ffm>

PROGRAM

Create Remit-To Vendor Master
Verify Remit-To Vendor Master Data

Verifv Remit Block/ Remit-TO

ALY L] Unblock/ N Vendor Traveler/
To Vendor Employee?
Master Data '

Send to
Competency
Center

R
(Bank

¢ Yes
Create Remit-
Flag Vendor Block/Unblock To Vendor
for Deletion Vendor Master
| | |
End endor Yes
. Master Yes
w v
Update Remit- Approve Remit-
To Vendor +———P To Vendor

Dryden Flight Research Center

Master Data

Master Changes

Master)

04/01/03
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Topic 1: Process Definitions

i m
Di
PROGRAM

Update Remit-To Vendor Master Data

Verify Remit
To Vendor
Master Data

Block/
Unblock/
Delete
endor?

Yes Send to
¢ Competency
Create Remit- Center
Flag Vendor Block/Unblock To Vendor
for Deletion Vendor Master
| | |
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. Master Yes
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orrect?
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emit-To
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Traveler/

Dryden Flight Research Center

Employee?
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Master Changes

Master)

04/01/03
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Topic 1: Screenshot C fm>

PROGRAM

Interest Calculator Indicator Field

Vendor Edit Goto  Extras Enwironment

&% CH €Ca@ 4 HEES 8 — If the account group is ZPAC or ZHHS,
: - then the ‘Interest Calculator Indicator’
Create Vendor: Accounting inf field is blank
= — For all other account groups, the
‘Interest Calculator Indicator’ field value
vendaor INTERMAL Jahin Srmith is “99.”
Company code MASA Anency

Accounting information

Recon. account £
Head office
Authaorization Cash mogmnt group
Felease group

Cerificatn date

Interest calculation
terest indic. | Last key date

Int. cycle Last interest run

hlinarity indic.

Wiithholding tax

LELTE TR Cwarmmti;mn mvabar
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Topic 1: Screenshot
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Payment Methods

Extras

& | 0H @@ B H L

Yendor Edit Goto

Create Vendor: Paymen

Enviranment

System

m=104]

Faymient Methods

Cutgoing pmnts Incoming pmnts
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Company code NASA T AGENEY |0 [Bank Transfers ACH (cCD+) T IPAC - Incoming Y
[JH HHS Payment
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Fayment terms [JF B sfers ACH (PRD+)
[T |Bank Transfers A
tashng time \l:l U Treasury Check o  Payment ﬁeihods:
X |Bank Transfers A a =
Atomatpament vansacions — This flelfj lists the Payment methods to
= 4= [ ~— be considered.
ﬁﬁ:j’:;a:f:m = — The pop-up window provides a selection
e of payment methods
Brexch limit
Pt adv. by EDI |
Inwaice verification
Tolerance group
[+]
| [~]
[«[[» ]l JENIDY

Dryden Flight Research Center

04/01/03
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Topic 1: Screenshot C fm>

Payment Method Supplement

Wendor Edit Goto Extras  Environment  System Help

IO  CHE I ODTDLOL BEE M

Create Vendor: Payment transactions Accounting

R
Fayment method supplement {13 2 Entries found
+ Payment Method Supplement: Restrictions |
— This field lists the Payment B
Y EEAEEREE
methods supplement to be — p—
considered. ce 4 mm?/
lef 75 2000490455 C
— Select the value for your cente
that is provided in the
Arandawvun s !-
Fayinent methods I=xf Fayment block Free far payment
Alternat.payee House hapk ——
T =Y B A > rouping key
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Brexch.limit LIsSD
Pt ady. by EDI |
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| <]
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Topic 1: Screenshot C fm>

Bank Control Ke

Bank details .

_EJ_ank key Bank account Acct holder \ |'CK {T|Reference details

+ Bank Control Key:
— The checking account value, 01’ will

D] be defaulted [ — )

1
| Bankdata.. [ Del bkdetail |

Fayment transactions Alternative payee in document
Alternative payee [ Individual spec.
[] Spec. per reference Fermitied payee

04/01/03
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Demonstrations and -
Exercises Introduction C fm.
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Demonstrations and -
Exercises Scenarios C ifm

* Create Remit-To Vendor Master

Demostration
« ZHHS — NASA HHS Vendor

« ZPAC — NASA Other Govt. Dept./Agency
« KRED - Vendor (External)

*Exercise
« ZEMP — NASA Employee Vendor

 Verify and Update Remit-To Vendor Master
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Topic 1: Process Definition C #fm»

PROGRAM

Approve Remit-To Vendor Master

Block/

emit-To

V'I? rif\)// Rzmit Unblock/ Vendor Traveler/
M 0 enD otr ' Delete Master Employee?
aster Data Vendor? Exists?

Yes Send to
¢ ¢ Competency
Create Remit- Center
Flag Vendor Block/Unblock To Vendor
for Deletion Vendor Master
| | |
End Vendor Yes
‘ Master Yes
Data
Correct?
No v
Update Remit- F?Erlr)mli‘f-"l,'z BR Kk
ToVendor T——» | (Ban
Vendor Master Master)
Master Data Changes

Dryden Flight Research Center

04/01/03
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Demonstrations and -
Exercises Introduction < fm. .
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Demonstrations and -
Exercises Scenarios C fm.

« Approve Remit-To Vendor Master

28




Topic 1: Process Definitions C ffm"

PROGRAM

Block/Unblock Vendor

Verify Remit
To Vendor
Master Data

Traveler/
Employee?

Send to
Competency

Create Remit-

Yes
Flag Vendor Block/Unblock
for Deletion Vendor
| |
End Vendor

Dryden Flight Research Center

Master
Data
orrect?

No

Center

Update Remit-
To Vendor
Master Data

Master Changes

To Vendor
Master
|
Yes
Yes
A 4
Approve Remit-
—> To Vendor

04/01/03
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Topic 1: Process Definitions

Flag Vendor for Deletion

Verify Remit
To Vendor
Master Data
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Traveler/
Employee?

Yes Send to
¢ Competency
Create Remit- Center
Flag Vendor Block/Unblock To Vendor
for Deletion Vendor Master
| | |
End endor Yes
‘ Master Yes
Data
orrect?
No v
Update Remit- Approve Remit-
ToVendor T—/—mmm» To Vendor

Master Data

Dryden Flight Research Center

Master Changes

04/01/03
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Demonstrations and -
Exercises Introduction C fm.
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Demonstrations and -
Exercises Scenarios < i
 Block/Unblock Vendor

* Flag Vendor for Deletion
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Topic 1€ D@l]le‘f

» The vendor invoice processor or travel payment processor, verifies that
all fields required to make a successful payment are properly populated
in the vendor master.

« Vendor Master Administrators have the authority to approve changes to
the Remit-To Vendor master after a record has been created or if
updates to a record were made.

* Vendor Master Administrators have the authority to block or unblock
vendors for posting or purchasing.

« Vendor master administrators are responsible for flagging vendors for
deletion.
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Topic 2

Create, Update, and Validate
Bank Master Files
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Topic 2: Overview ¢ il 1] I

« Create, Update, and Validate Bank Master Files

— The Vendor Invoice Processor is responsible for verifying that all
banking information is accurate to ensure accurate payment of the
Invoice.

— For new vendors, the Vendor Master Administrator accesses the
Bank Master and adds any new bank with all required information.

— The Vendor Master Administrator is responsible for adding,
changing, and/or deleting information from the Bank Master file.

* Process Flows: Manage Accounts Payable
— Sub-Process — Enter Invoice
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Topic 2: Objectives C fm>

« Upon completion of Create, Update, and Validate Bank
Master Files topic, individuals should be able to accomplish
the following:

— Create Bank Master

—Update Bank Master

— Verify Bank Master Data

— Set Flag for Deletion of Bank Master

e
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Topic 2: Process Flow ijjll

Maintain AP Master Data — Bank Master

W e ——
‘-:::.:-niani:z: Elrn:ie::-:: 0 ook ﬁHnme

RoboHelp &
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Core Financial
N"ﬂ:é}gﬁ OLQR Mission Control

CLQR Main Menu
Frequently Asked Cuestions
Report Generation

Logging ©n and OFF
Glossary

g Accounts Payable

g Accounts Receivable

(2 Budget Execution

@ Cost Management Accounts Accounts

(& Purchasing Payable Receivable
@ Standard General Ledger

-

Budget Cost
Execution Management

Standard
General Ledger

Hel _Super Users |

Slossary

Any documerts printed are to be considered an uncortrolled copy to be used

for training or reference purposes only.
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Topic 2: Process Definitions C ffm>
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ate Bank Master

ank Info Bank
in Bank No ank
Master Exists in
orrect? Master? Yes
Verify Bank
Master Data
Update
Yes
No Set Flag for IVIBaasr::r
— Deletion of
Bank Master
Create Bank o
Master
Sub-Process:
Manage travel ™

Sub-Process:
Enter Invoice ><

Sub-Process:
Recertify Payment

Sub-Process:
Process HHS
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Demonstrations and -
Exercises Introduction C fm.
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Demonstrations and -
Exercises C fm.
- Update and Verify Bank Master

« Set Flag for Deletion
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Topic 2¢ D@l]le‘f

« The Vendor Master Administrator accesses the Bank Master and adds
any new bank with all required information.

« The Vendor Invoice Processor or Travel Payment Processor is
responsible for verifying that all applicable fields pertaining to the bank
master are populated and correct.

» The Vendor Master Administrator is responsible for updating any
changes to the fields pertaining to the bank master.

« Bank master files can be flagged for deletion on an as-needed basis.
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End of Course Review
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Review Objectives & Expectations C #fm»

« Everyone here should now be able to:

— Define key Remit-To Vendor Master and Bank Master
terminology

— Describe key Remit-To Vendor Master and Bank Master
process flows

— Successfully create and maintain Remit-To Vendor
Master and Bank Master data in SAP

e 4
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Available Resources C ifim>

SAP Practice Training Instance

OLQR

Super-users within each department

Job Aids
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Extra Practice - SAP (‘\o
Training Instance fm.

« Use data from course training guide to practice transactions

The training database provides a “safe”
environment to develop and practice skills without
affecting production.
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Congratulations!
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Training Course Feedback C ffm>

PROGRAM

« The on-line training course feedback will:

— Assess the effectiveness of the instruction and training
materials for the course

 To access the feedback form:
— Launch your Web Browser

— Enter the following URL address:
http://www.zoomerang.com/recipient/survey-
intro.zgi?ID=S92WBAWLSKWA&PIN=994RHHDWS8RK?7

— Complete and submit feedback by following the
directions within the on-line form

e 4
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